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This instruction implements AFPD 10-2, Readiness. It establishes responsibilities and procedures for the
recall of base personnel. It includes recall procedures for all 354th Fighter Wing (354 FW) and associate
units and applies to all assigned/attached military personnel and emergency-essential civilian personnel.
Operations Security (OPSEC) has been considered in preparing this publication. Every effort will be
made to ensure all subsequent planning, preparation, and execution actions pertinent to this publication
meet the requirements of 354 FWI 10-1101, Operations Security (OPSEC). It is used in conjunction with
AFI 10-207, Command and Control, AFI 10-403, Deployment Planning, AFI 32-4001, Disaster Pre-
paredness Planning and Operations, and 354 FWI 10-202, Crisis Action Team. 

SUMMARY OF REVISIONS

This document is substantially revised and must be completely reviewed. 

1.  General. The recall procedure complements the Defense Warning Signals, Primary and Secondary
Crash Systems, and Conference Loop System. Recall is expedited by use of local communication lines
and the Conference Loop System which ties the Wing Operations Center (WOC) into unit control centers
and key staff offices. The unit control centers/key staff offices then activate organizational recalls estab-
lished according to this instruction. 

1.1.  Recall Initiation Time (RIT). The time in which recall actions are based. Only unit strength
reporting is based on RIT. RIT is determined when recall is initiated by WOC. 

1.2.  Reference Time. The time upon which specific unit actions, other than recall, are based. Refer-
ence times are usually classified and will be disseminated covertly by the Senior Battle Staff or Battle
Staff. RST and reference time may not be the same. 
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1.3.  Brief Time. This is when the Senior Battle Staff briefing will be provided at the WOC. For 354
FW it will normally be recall time plus 1 hour 30 minutes. 

2.  Implementation Authority. WOC will implement recall at the discretion of the 354 FW Commander
or designated representative; however, the WOC has authority to initiate a recall when necessary. The 354
FW Commander's authority is necessary for recall of or placing emergency-essential civilian personnel on
standby. 

3.  Responsibilities:  

3.1.  354 FW Commander or designated representative directs the WOC to activate the system and
specify which recall action to implement. 

3.2.  WOC functions as primary notification agent for all 354 FW agencies and associate organiza-
tions, according to telephone out procedures (paragraph 3.4.5.1.) and recall notification. 

3.3.  354 FW Units, Staff Agencies, and Associate Organizations: 

3.3.1.  Publish and maintain an organization recall notification system and roster, including all
assigned or attached military personnel and emergency-essential civilians, ensuring personnel
residing off base can be recalled. The units’ systems will be designed to notify all personnel as
promptly as possible. Rosters must be kept current and show an effective date, contain a Privacy
Act Statement, and be stamped or typed "For Official Use Only." It is the responsibility of each
unit listed to keep their notifying agency current regarding the name and telephone number of both
a primary and alternate contact. 

3.3.1.1.  Units will ensure that all personnel are identified for recall or otherwise accounted for.
Recall of personnel from pass, leave, or TDY inside or outside the local area, if directed by
unit commander, may be accomplished through the following means: 

3.3.1.2.  Personnel on Leave Outside the Local Area. Notification must be accomplished via
telephone and accounted for via phone log. If member is unavailable at time of call, follow-up
must be made to confirm member’s acknowledgment of notification. For exercises, units may
use unit leave log as documentation for the phone log. 

NOTE: Under some circumstances, it may be necessary to utilize local authority, telegram services or
messages for persons unobtainable through telephone communications. 

3.3.1.2.1.  Personnel on Leave Inside the Local Area. Notification may be accomplished
via telephone (use log referenced above when toll charges will be incurred), runner, or
public news media (if authorized by the 354 FW Commander). 

3.3.1.2.2.  Personnel Assigned TDY to Military Installations. Notification will be accom-
plished via normal message channels. Maximum use of multiple addressee messages is
encouraged. 

3.3.1.2.3.  For exercises, each individual squadron will ensure recall messages and tele-
phone logs are sent to the Personnel Readiness Unit (PRU) for review by the Wing Exer-
cise Evaluation Team (WEET) NLT 12 hours after RIT. 
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3.3.2.  Publish the recall roster using the information in Attachment 1 as an example, and put a
checklist reflecting the particular action on the reverse side. For convenience, rosters may be pho-
tographically reduced. 

3.3.2.1.  Not all personnel are required to report in every situation. Portions of the Crisis
Action Team (Senior Battle Staff, Battle Staff, Battle Staff Administration and/or the Com-
mand and Control Support Team [CCST]) may be recalled separately at the discretion of 354
FW Commander. Therefore, use the following symbols to indicate specific responsibilities for
the Crisis Action and Dispersal Teams: 

* = Senior Battle Staff 

% = Battle Staff 

# = Command and Control Support Team 

^ = Battle Staff Administration 

$ = Dispersal Team 

3.3.2.2.  Individuals indicated on agency recall rosters by the symbols (*), (%), (#), (^) and ($)
will be listed first. 

3.3.3.  354 FW and associate personnel reporting procedures: 

3.3.3.1.  Duty sections will call in personnel strength figures to their commander’s support
staff (CSS) or designated locations in sufficient time, as determined by the CSS, to permit the
CSS to prepare and submit a consolidated report to the PRU. 

3.3.3.2.  CSSs’ will utilize the Theater Battle Management Core System (TBMCS) located in
their UCC, to transmit the consolidated unit strength figures according to the following sched-
ule: 

RST + 1 hr = 1st report 

RST + 2 hrs= 2nd report 

RST + 3 hrs= 3rd report 

RST + 12 hrs= 4th report 

RST + 24, 36, 48, 60hrs= 5th, 6th, 7th, 8th report, and so on. 

NOTE: Reports are due no later than 20 minutes after report time to PRU. Also, reports of less than 100
percent will not be accepted before required report time (RST + 1, 2, etc., hour). After reporting 100 per-
cent, units are no longer required to call in. 

EXAMPLE: 

Recall Initiation Time----------------------------0500 

Earliest unit can call------------------------------0600 

Latest unit can call--------------------------------0620 

PRU report due to Battle Staff NLT-----------0630 

3.3.3.2.1.  PRU will validate percentages and provide complete figures to the Senior Battle
Staff Personnel Representative utilizing TBMCS no later than 30 minutes after the
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required report time (example, first report due at RST plus 90 minutes). 

3.3.3.3.  For Air National Guard (ANG) units, responsibilities, recall, and reporting will be
according to current ANG and 168 ARW directives. Reporting will continue until 100 percent
present for duty is reached or reporting is terminated by 168 ARW/CC. After mobilization of
168 ARW in accordance with Air Force directives, responsibilities, recall, and reporting will
be according to this instruction. 

3.3.3.4.  Reports will contain the following information: unit, total assigned, total not avail-
able, total available, total present for duty, and percent present for duty. When TBMCS is not
functioning, reports may be submitted by telephone. Figures will be reported by columns only
and not by the data name, i.e., column A versus total assigned and so on. The following
information definitions will be used when computing and reporting strength figures and as
related to the recall of personnel: 

3.3.3.4.1.  Total Assigned. This is the total number of personnel assigned to a unit. 

3.3.3.4.2.  Not Available. Those personnel on temporary duty (TDY), leave, or medically
assigned to quarters, confined, or any other duty status other than present for duty. 

3.3.3.4.3.  Available. The number of assigned personnel minus those not available. 

3.3.3.4.4.  Present for Duty. The number of personnel present for duty. This includes those
who signed in and were released back to their quarters, shift workers, and so on. 

3.3.3.4.5.  Percent. Percentage of available personnel present for duty. Divide the total
number of personnel present for duty, by the total number of personnel available to get the
percentage of personnel present for duty. 

3.3.3.5.  The following is an example of computed strength figures: 

132 personnel assigned 

 4 on leave 

 2 on quarters 

126 Present for Duty 

To compute the number available: 

132 personnel assigned 

 6 not available 

126 available 

To compute percentage present for duty: 

77 present for duty divided by 126 available = .61 (61%) 

3.3.3.6.  Reports will continue to be made to the PRU until reporting is terminated by the
Senior Battle Staff, or the unit reaches 100 percent accountability. However, if there are any
changes to a unit's strength status in any of the areas (Assigned, Not Available, Available,
Present for Duty, or Percent Present for Duty), a report is required. 
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3.3.4.  For 354 FW, at least 35 percent should be at their duty stations within one hour; 75 percent
within two hours; and 95 percent within three hours after implementation time. 

3.4.  Tasking for Recalls: 

3.4.1.  The WOC will notify individuals and agencies. Each group is responsible for notifying
their subordinate units and agencies. Each unit or agency is responsible for notifying all of its
assigned personnel. 

3.4.2.  Recall air traffic controllers, base operations dispatchers, and weather duty personnel as
directed by the Operations Group Commander to prevent disruptions of airfield operations. 

3.4.3.  The Military Personnel Flight will activate the Personnel Control Center (PCC) upon noti-
fication of 354 FW recall or as directed by the Support Group Commander. 

3.4.4.  Services Squadron will notify each MWR facility staff to inform their patrons of the recall.
Facilities are: the Clubs (Aurora and Yukon), Recreation Community Center, Base Fitness Center,
Ski Lodge, Bowling Center, Hobby Shops, and other open Services agencies. 

3.4.5.  The following telephone-out procedures apply if normal telephone communications are
out: 

3.4.5.1.  The WOC will dispatch written instructions to the Security Forces Desk Sergeant.
Security Forces will notify the Fire Department and then continue to make notifications as
listed. It is the responsibility of each position/unit listed to keep their notifying agency current
regarding the name and address of both a primary and alternate contact. Pyramid notification
will be implemented as follows: 

TELEPHONE-OUT PROCEDURES 

WOC 

BASE COMMUNICATION CENTER 

SECURITY FORCES/BUILDING 2222 

354 CES/CEF 354 FW/CC/CV 

354 SPTG/CC 354 MDG/CC 

354 OG/CC 354 MSS/DPMX (PRU) 

354 LG/CC 

3.4.5.2.  Personnel contacted by this procedure will continue the pyramid by physically alert-
ing the individuals/agencies normally contacted by telephone. 

3.4.5.3.  Vehicles with public address systems may be used on base to alert personnel. 

4.  Base Giant Voice/Siren. The base siren may be sounded to alert base populace of a recall. The recall
warning tone is one minute on, one minute off. 
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5.  Exercises. The Chief, Exercise Evaluation Team will, with approval of the 354 FW Commander, eval-
uate tests of base and/or organization recall procedures. 

BOB D. DULANEY,   Brig Gen, USAF 
Commander 
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Attachment 1 

RECALL ACTIONS 

A1.1.  Recall of all personnel: 

A1.1.1.  Complete recall notifications and all personnel report to their squadrons immediately. 

A1.1.2.  Senior Battle Staff will form immediately. 

A1.2.  Telephone Stand-by: 

A1.2.1.  Complete recall notifications and remain on telephone standby. DO NOT REPORT FOR
DUTY unless otherwise directed. 

A1.2.2.  Senior Battle Staff will form immediately. 

A1.3.  354 FW Recall for IRRE/CERE. 

A1.3.1.  Complete recall notifications; required personnel report to emergency action duty station. 

A1.3.2.  354 FW Senior Battle Staff will form immediately. 

A1.3.3.  Implement AFI 90-201, Inspector General Activities, and 354 FWI 90-201, Inspections and
Evaluations. 

A1.4.  Senior Battle Staff Recall: Senior Battle Staff will form immediately. 

A1.5.  Recall Test: 

A1.5.1.  Complete recall notifications immediately. 

A1.5.2.  DO NOT report for duty. 

A1.5.3.  354 FW squadron commanders, flight chiefs, or equivalent determine completion time. 

A1.6.  Recall Narrative: 

A1.6.1.  This is a 354 FW recall. Complete your pyramid recall notifications and report to your duty
station immediately. Recall Initiation Time (RIT) is: ____________. 

A1.6.2.  For 354 FW. Complete your pyramid recall notifications and remain on telephone standby.
Members of the 354 FW Senior Battle Staff will report to Command Post immediately. Recall Initia-
tion Time (RIT) is: ____________. 

A1.6.3.  This is a practice/test of the pyramid notification system. Complete your telephone calls.
Recall of personnel is not required. 

A1.6.4.  This is a recall of the 354 FW Senior Battle Staff , Battle Staff, or Battle Staff Administration
only. Senior Battle Staff members report to Command Post immediately. 

A1.6.5.  For any other pyramid notification, use the terminology provided by initiating agency or as
required by circumstances. 
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